UNISON Records Retention Schedule 


UNISON branches 


Overview 
This retention schedule sets out the periods of time that records held by UNISON should be kept. 


The key requirement is that the General Data Protection Regulation (GDPR) states that personal data (i.e. information from which a 
living individual can be identified) should be kept for “no longer than is necessary”. 


Defining what is “no longer than is necessary” is sometimes stated in legislation and is sometimes best practice. The retention 
periods provided in this document are a combination of legal requirements and best practice. 


You cannot keep information forever, just in case it is useful at a future time. 
If you no longer need records then they must be securely destroyed (i.e. shredded or put into confidential waste bags). 


For more information please contact: dataprotection@unison.co.uk or go to the UNISON branch data protection handbook. 


Record Retention Schedule — UNISON branches 


Item description Examples Retention Starting from Rationale 
period 
Administrative e Diaries No longer Date of Record e Data Protection Act 
Records e Telephone Messages / Logbooks than 1 Year 2018 
e Branch Contact Sheet 
e Data Cleansing Report 
Application Form Completed Hard Copy of Application 18 months Date of Joining e Operational 
Form to join UNISON for the Following requirements 
Types of Membership: 
e Full 
e Retired 
e Student 
e Unemployed 
e Apprentice 
Branch Employed e Contract of Employment 7 Years Termination of e Data Protection Act 
Staff: e Development Review Employment 2018 
Employee Records | e Disciplinary Records e Limitation Act 1980 
e Employee Health Records e Prescription & 
e Grievance Record Forms Limitation (Scotland) 
e Harassment Records Act 1973 
e Immigration Records e Equality Act 2010 
e Job Descriptions 
e Medical Certificates 
e Occupational Health 
e Staff Case Files 
e Successful Job Applications 
e Training and Development Records 


Branch Employed e Adjustment Records 7 Years End of Financial Year | e The Income Tax 
Staff: e Base Pay Records (Employments) 
Financial Records - | e Childcare Vouchers Regulations 1993 
Payroll Records e Contributions and Loan Payment e Taxes Management 
Files Act 1970 
e Cycle to Work e HM Treasury 
e Garnishment Files guidelines 
e Payroll Deduction Files e National Audit Office 
e Reconciliation Files advice 
e Salary Reporting Files e Companies Act 2006 
e Season Ticket Loan 
e Statutory Maternity Pay 
e Statutory Sick Pay 
e Tax Allowance / Exemption Records 
Branch Employed e Application Form and Recruitment 6 months Last Action e Limitation Act 1980 
Staff: Candidate Information (including third 
Unsuccessful party referee details provided by the 
Applications applicant) 
Conference: e Applications to go to Conference 1 Year Date of Conference e Operational 
Administration e Accommodation Booking Requirements 
(Branch) 
Financial Records: | e DOCAS files 7 Years End of Financial Year | e Charities Act 
UNISON Members | e Honoraria Records e HM Treasury 
e Expense Claims guidelines 
e Accident at Work Benefit e National Audit Office 
e Death Benefit advice 
e Incapacity Benefit e Companies Act 2006 
e Fatal Accident Benefit e Trade Union & Labour 
e COHSE Retirement/Sickness Benefit Relations 


(Consolidation) Act 
1992 


Health & Safety: e Asbestos assessment 40 Years End of Life of Building |e Reporting of Injuries, 
Asbestos Diseases & 
Dangerous 
Occurrences 
Regulations 1995 
e Limitation Act 1980 
e Prescription & 
Limitation (Scotland) 
Act 1973 
e Control of Substances 
Hazardous to Health 
(COSHH) Regulations 
Health & Safety: e General Admin 3 Years Date of Record e Operational 
General e Meeting Minutes Requirements 
e Accident/Incident Records 
e Noise Assessment 
Industrial Relations | e Branch Activities 3 Years End of Life of e Trade Union & Labour 
(Branch) e Agreements Business Relations 
e Publicity (Consolidation) Act 
1992 
e Limitation Act 1980 
e Prescription & 
Limitation (Scotland) 
Act 1973 
Meeting Meeting Agendas/ Minutes e.g: 3 Years Date of Record e Operational 


Administration 


e Branch Committee 
e Branch Meetings 
e AGM Meetings 


Requirements 


Member e Acknowledgements to Complainant 3 Years Closure of Complaint Data Protection Act 
Complaints: e Records of Investigation (Checklists, 2018 
Stage 1 & Stage 2 Correspondence, Additional Trade Union & Labour 
(Branch/Region) Evidence) Relations 
e Correspondence to Complainant (Consolidation) Act 
regarding Outcome of Review 1992 (Sections 66, 
70C, 141-142, 147- 
148, 192) 
Legal Records: e Agreement Negotiation Files 7 Years Closure of Case & Civil Evidence Act 
Case Files e Briefs Related Appeals 1995 
(Individual & e Copies of Evidence Collected During Limitation Act 1980 
Collective) Discovery Prescription & 
e Correspondence Limitation (Scotland) 
e Discovery Documents Act 1973 
e Due Diligence Records Data Protection Act 
e Expert Reports 2018 
e Forms Completed for Representation Law Society 
Purposes Guidelines 
e Instructions to Counsel 
e Legal Opinion Records/ Merits 
Assessment 
e Legal Research 
e Personal Injury 
e Pleadings 
Professional e Advice 7 Year Date of Record Data Protection Act 


Advice: 
Non Legal 


Forms Completed for Representation 
Purposes 

Non Legal Casework 

Welfare/There For You 


2018 

Limitation Act 1980 
Prescription & 
Limitation (Scotland) 
Act 1973 


Survey and Focus e Consultative ballot papers 1 Year Close of Campaign e Operational 
Group Data e Petitions Requirements 
(Branch) e Records of Focus Groups, sometimes 
arranged by Third Parties. 
e Survey Results 
Working copies of e Drafts Ideally Date of the Final e Operational 
any document e Revisions these Document Requirements 
e Rough notes should be 
destroyed 
once the 
final 
document is 
produced. If 
that is not 
possible, 
then no 
longer than 
1 year after 
the final 
work 
product is 


produced. 


